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MEMORANDUM 

TO:  Agency  Heads 

FROM:  Governor  Thomas  L.  Jud^ 

SUBJECT:     Executive  Planning  Process  Instructions 


i^gr 


I  am  pleased  to  forward  the  attached  instructions  for  carrying  out  the  Executive 
Planning  Process.     I  consider  this,  along  with  the  development  of  policy  initiatives 
and  the  planned  improvements  in  the  budget  preparation  process,  to  be  an  undertaking 
of  the  greatest  significance  for  Montana.    The  end  result  should  provide  a  much  fuller 
and  more  in -depth  understanding  of  the  manner  in  which  our  financial  resources  are 
utilized  in  the  operations  of  state  and  local  government  in  Montana  on  the  part  of 
everyone  concerned  -  the  executive  branch,  the  Legislature,  and  most  importantly,  the 
citizens  of  our  state. 

This  increased  awareness  will  come  about,  however,  only  if  you  and  your  staffs  lend 
the  process  your  fullest  cooperation.    The  executive  Planning  Process  has  not  been 
conceived  as  a  textbook  exercise;  in  fact,  it  will  be  successful  only  through  a  maximum 
amount  of  give-and-take  between  you  and  your  staffs  and  between  your  agency  and  the 
Office  of  Budget  and  Program  Planning.     Nor  is  the  process  cast  in  concrete;  you  should 
feel  free  to  make  whatever  suggestions  you  believe  important  to  improve  its  functioning. 

Given  this  kind  of  effort  on  your  part,  I  am  certain  that  the  Executive  Planning  Process 
will  fulfill  all  our  expectations. 
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Introduction 


The  purpose  of  the  Executive  Planning  Process  is  to  provide  the 
Governor  and  his  staff  with  a  definitive  understanding  of  the  future 
direction  and  consequent  resource  needs  of  Montana  executive  branch 
agencies.  Accordingly,  it  is  designed  to  include  currently  approved 
operating  and  facilities  budgets  (for  the  1975-77  biennium),  as  well 
as  operating  and  facilities  plans  for  the  ensuing  two  biennia  (through 
fiscal  year  1981).  All  executive  branch  agencies  will  be  responsible 
for  identifying  program  directions  for  that  period  and  matching  them 
with  staff  and  financial  resource  needs.  The  Office  of  Budget  and  Pro- 
gram Planning  (OBPP)  will  provide  assistance  to  departments  in  complet- 
ing the  process,  and  will  then  review  and  analyze  the  plans  both  with 
the  agencies  and  then  the  Governor. 

It  is  further  expected  that  the  Executive  Planning  Process  will 
provide  all  agencies  with  a  basic  introduction  to  some  of  the  key 
elements  of  program  and  performance  budgeting.  House  Bill  643,  as  en- 
acted by  the  Forty-Fourth  Legislature,  mandates  the  Office  of  Budget 
and  Program  Planning  to  submit  the  1977-79  budgets  of  "representative 
agencies"  in  a  program  planning  and  budgeting  format.  While  this  re- 
quirement will  not  be  applied  to  all  state  agencies,  it  is  neverthe- 
less believed  that  all  agencies  should  at  least  be  exposed  to  the 
process.  This  will  enable  OBPP  to  develop  a  conclusive  assessment  of 
staff  needs  at  the  department  level  were  such  a  budgeting  system  to 
be  implemented  for  all  of  state  government  for  the  1979-81  biennium. 
It  will  also  give  the  agencies  a  sampling  of  what  such  a  system  would 
mean  to  and  require  of  them,  particularly  in  terms  of  additional  work- 
loads. 

Perhaps  most  significantly,  the  Executive  Planning  Process  will 
provide  the  Governor,  agency  administrators,  the  Legislature,  and  the 
general  public  with  a  much  more  comprehensive  and  detailed  understand- 
ing of  where  state  government  is  headed  during  the  next  several  years  - 
of  program  requirements,  benefits  to  constituents,  and  resource  needs. 
In  particular,  when  the  latter  are  compared  with  revenue  projections, 
a  much  clearer  picture  of  the  state's  financial  future  will  be  avail- 
able. The  overall  result  will  be  improved  management  of  Montana  gov- 
ernment and  its  resources. 


Program  Planning  and  Budgeting 

The  Executive  Planning  Process  is  intended  to  be  an  integral  part 
of  a  larger  fiscal  management  system,  which  also  includes  policy  develop- 
ment and  budget  preparation  and  analysis. 

1.  Policy  Development.  As  you  know,  this  phase  of  the  process  is 
all  but  complete.  Launched  in  October,  it  has  produced,  through  a  col- 
laborative effort  on  the  part  of  the  Governor's  Office,  OBPP,  and  the 
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executive  departments,  a  set  of  policy  initiatives  covering  the  seven 
major  functional  areas  of  Montana  state  government.  In  their  final 
form,  the  initiatives  will  serve  as  a  definitive  expression  by  the 
Governor  of  the  directions  in  which  state  government  should  proceed 
during  the  next  biennium  in  particular  and  the  next  several  years  in 
general. 

The  Governor's  Policy  Initiatives  should,  therefore,  serve  as  a 
major  basis  for  agency  planning  and  budget  development.  In  addition 
to  their  regular  legally  mandated  current  operations,  department  di- 
rectors and  their  staffs  should  develop  specific  program  activities 
designed  to  address  the  issues  raised  in  the  Initiatives.  In  fact, 
each  department  will  be  required  to  identify  how  their  various  ac- 
tivities achieve  this  purpose,  both  in  their  multi-year  plans  and  in 
their  subsequent  budget  requests. 

It  should  be  noted  that  the  Governor's  Policy  Initiatives  are 
not  the  only  basis  for  planning  and  budgeting.  There  are  obviously 
numerous  other  issues  and  problems  which  agencies  are  either  currently 
addressing  or  desirous  of  addressing  in  the  future.  These  should  not 
be  slighted.  The  primary  purpose  of  the  Governor's  Initiatives  is  to 
assure  that  the  issues  discussed  therein  receive  priority  attention. 

2.  Executive  Planning  Process  (EPP).  The  Executive  Planning 
Process  consists  of  a  six-year  plan  which  will  be  updated  every  other 
year  as  a  part  of  a  biennial  program  planning  and  budgeting  system. 
The  update  will  be  accomplished  by  deleting  the  first  two  years,  modi- 
fying the  next  two  years  to  conform  with  the  new  biennial  budget,  mak- 
ing any  needed  adjustments  in  the  final  two  years  to  address  new  leg- 
islation and  changing  needs,  and  adding  an  additional  two  years. 

The  actual  planning  process  is  intended  to  be  relatively  simplis- 
tic and  will  be  accomplished  by  departments  identifying  their  goals 
and  objectives  and  attaching  six-year  expenditure  projections  (in  terms 
of  FTE  employees  and  total  operating  dollars)  to  each  objective.  In 
addition,  the  operating  program's  relationship  to  its  facilities  uti- 
lization and  future  needs  will  also  be  analyzed. 

The  Office  of  Budget  and  Program  Planning  will  provide  any  assis- 
tance departments  find  necessary  in  interpreting  these  instructions  and 
"completing  the  planning  process.  Requests  for  such  assistance  should 
be  directed  to  Pat  Mel  by,  Deputy  Director  for  Planning,  Office  of  Budget 
and  Program  Planning. 

OBPP  will  also  assume  the  lead  role  in  reviewing  and  analyzing 
agency  plans.  The  results  of  this  activity  will  be  thoroughly  discussed 
with  agency  personnel  before  final  recommendations  are  forwarded  to  the 
Governor  for  his  consideration.  A  detailed  explanation  of  this  particu- 
lar phase  of  the  total  process  will  be  issued  at  a  later  date. 
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The  component  parts  of  the  Executive  Planning  Process  are  as  follows: 

-  Department  policy  initiatives 

-  Planning  assumptions 

-  Goals  and  objectives 

-  Expenditure  projections 

-  Facilities  needs 

-  Explanatory  notes 

The  role  and  nature  of  each  component  is  discussed  below. 

3.  Budget  Development.  The  third  phase  of  the  system  encompasses 
the  actual  preparation  of  the  1977-79  biennial  budget  requests.  The 
Governor's  Policy  Initiatives  should  be  viewed  as  logically  leading  into 
the  Executive  Planning  Process.  The  Executive  Planning  Process,  in  turn, 
will  lead  directly  into  the  budget  preparation  and  analysis  phase,  For 
those  few  agencies  selected  as  program  planning  and  budgeting  pilot  proj- 
ects under  the  provisions  of  H.B.  643,  the  results  of  the  planning  ex- 
ercise will  form  a  foundation  for  preparation  of  biennial  budgets.  (Final 
agency  selection  and  complete  instructions  pertinent  to  program  budgeting 
will  be  completed  and  distributed  after  the  first  of  the  year.)  All 
other  agencies  will  pursue  the  regular  budgeting  approach  as  directed 
by  OBPP.  Even  in  the  case  of  the  latter,  however,  the  results  of  the 
Executive  Planning  Process  should  be  viewed  as  providing  a  firmer  per- 
formance basis  for  budget  development. 

All  agency  budget  requests  will  be  initially  reviewed  by  OBPP  in 
light  of  the  Governor's  Policy  Initiatives  and  each  department's  final 
multi-year  plan.  Further  criteria  for  review  and  analysis  of  agency 
budgets  are  being  developed,  but  the  overall  objective  is  to  assess 
agency  requests  more  thoroughly  than  in  the  past  --  primarily  on  the 
basis  of  resource  utilization  in  relation  to  projected  agency  outputs. 
Such  an  approach  should  encourage  a  more  efficient  use  of  resources 
while  encouraging  an  optimal  level  of  service  effectiveness. 


General  Procedures 

1.  Forms.  The  following  forms  are  to  be  utilized  in  the  Executive 
Planning  Process: 

-  EPP-1  General  Narrative  Material 

-  EPP-2  Multi-year  Plan 

-  EPP-3  Analysis  of  Sources  Of  Funds 

-  EPP-4  Facilities  Plan 

The  appropriate  use  of  these  forms  is  described  below.  Sample  forms  are 
included  in  these  instructions  and  additional  copies  can  be  obtained  from 
OBPP. 

2.  Submission  Date.  Each  department  should  complete  the  Executive 


Planning  Process  and  submit  its  results  to  the  Office  of  Budget  and  Program 
Planning  by  Friday,  March  5,  1976.  The  materials  required  as  a  part  of  the 
process  should  be  bound  and  transmitted  with  ten  (10)  copies  to  OBPP. 

Completing  the  Executive  Planning  Process 

It  is  the  hope  of  the  Office  of  Budget  and  Program  Planning  that  the 
planning  process  can  be  completed  with  a  maximum  amount  of  creativity  and 
innovation  and  a  minimum  amount  of  inconvenience.  The  process  has  been 
designed  with  an  eye  toward  simplicity  and  brevity.  Most  importantly,  it 
is  hoped  that  agency  personnel  will  view  it  as  an  opportunity  for  creative 
and  analytical  thinking  about  and  discussion  of  a  department's  program 
activities,  objectives,  and  use  of  resources,  both  in  terms  of  existing 
activities  and  any  projected  new  activities.  The  process  should,  in  other 
words,  encourage  the  program  manager  to  thoughtfully  evaluate  the  direction 
and  effectiveness  of  his  or  her  area  of  responsibility,  as  well  as  the 
manner  in  which  resources  are  used  or  are  expected  to  be  used. 

OBPP's  role  should  be  viewed  as  one  of  facilitating  the  process.  Ac- 
cordingly, the  formats  prescribed  are  meant  to  be  suggestive;  if,  for  ex- 
ample, a  better  method  is  proposed  and  can  be  justified  as  appropriate 
for  the  particular  agency  involved,  OBPP  will  negotiate  its  use,  based 
upon  a  concern  for  both  overall  consistency  and  OBPP's  needs.  In  any  case, 
flexibility  continues  to  be  of  paramount  concern. 

The  forms  to  be  used  in  completing  the  Executive  Planning  Process  and 
the  information  to  be  included  on  them  are  as  follows: 

Department  Level  Narrative  and  Summaries  (Form  EPP-1) 

Information  which  should  be  prepared  and  organized  at  the  department- 
wide  level  is  of  two  types:  (1)  narrative  statements  expressing  department 
policy  initiatives  and  planning  assumptions;  (2)  department  level  summaries 
of  financial  data,  arranged  by  budget  program.  All  of  this  information 
should  be  entered  on  form  EPP-1,  and  prepared  as  follows: 

1.  Department  Policy  Initiatives.  Based  upon  their  inter- 
pretation of  the  applicable  parts  of  the  Governor's 
Policy  Initiatives,  existing  conditions  in  their  agency, 
and  service  needs,  department  directors  are  encouraged 
to  develop  policy  initiatives  to  be  utilized  by  their 
staffs  in  carrying  out  the  planning  process.  Such  ini- 
tiatives might  encompass  anything  from  simply  restating 
the  Governor's  Initiatives  to  expressions  of  individual 
department  concern.  They  could  deal  with  administrative 
and  program  measures;  they  could  direct  that  alternative 
means  be  developed  for  delivering  a  specific  service 
that  would  result  in  a  percentage  cost  savings;  or  they 
could  promulgate  an  entire  new  direction  for  the  agency. 

Specific  examples  are: 
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-  accelerate  the  movement  of  mentally  ill 
patients  from  Warm  Springs  State  Hospital 
to  community- based  programs  (Department 
of  Institutions); 

-  improve  enforcement  of  55  miles  per  hour 
speed  limit  (Highway  Patrol,  Department  of 
Justice); 

-  increase  miles  of  secondary  highways  to  be 
resurfaced  (Department  of  Highways). 

Additional  examples  are  provided  in  Appendix  A. 

Each  initiative  should,  where  appropriate,  make  reference 
to  the  relevant  functional  area  in  the  Governor's  Policy 
Initiatives  by  parenthetically  identifying  the  correspond- 
ing Roman  numeral  from  that  document.  These  initiatives 
should  be  listed  on  form  EPP-1.  No  elaboration  is  neces- 
sary. The  listing  should  be  by  application  to  the  agency 
as  a  whole  and  by  each  departmental  budget  program. 

2.  Assumptions.  These  consist  of  statements  describing  con- 
ditions which  establish  the  framework  within  which  an 
agency's  planning  efforts  will  be  conducted.  They  can  be 
assertions  about  everything  from  social  service  caseload 
size  projections  to  the  anticipated  number  of  fish  and 
game  licenses  to  be  sold,  from  an  expected  change  in  the 
state  allocation  formula  for  federal  highway  funds  to  a 
projected  Congressional  revision  of  the  federal  food 
stamp  program,  to  cite  a  few  examples.  The  conditions 
described  whould  be  expected  to  play  significant  roles 
in  determining  general  workload  and  service  need  levels, 
funding  configurations,  administrative  workload,  etc. 
They  should,  in  short,  define  the  agency's  mission  in 
concrete  quantitative  terms.  Appendix  A  provides  con- 
crete examples. 

Departmental  assumptions  should  also  be  listed  in 
numerical  order  on  an  EPP-1  form.  They  need  consist  of 
no  more  than  one  sentence  assertions;  supporting  data  and/ 
or  explanatory  narrative  need  not  be  included.  If,  in  re- 
viewing the  statements,  OBPP  analysts  question  an  assump- 
tion, such  backup  data  as  might  be  required  can  be  provided 
by  the  department  at  that  time. 

Summaries  of  department-wide  anticipated  expenditures,  sources  of 
funds,  and  facilities  expenditures  should  also  be  entered  on  form  EPP-1 
and  prepared  as  follows: 

1.  Department  Expenditure  Summary.  This  is  an  aggregate, 
by  program,  of  dollars  and  FTE's  for  each  year  of  the 
cycle. 
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2.  Department  Sources  of  Funds.  Similarly,  anticipated 
revenues  should  be  aggregated  by  program,  for  each 
year.  The  categories  of  state,  federal,  and  other 
should  be  used  for  each  year. 

3.  Capital  Projects  Summary.  This  should  be  arranged  by 
program  in  the  following  manner: 

Program         No.  of  Projects       Estimated  Cost 

xx  xx  $xxxxx 


These  summaries  should  be  included,  as  per  the  schematic 
arrangement  (see  Figure  1).  Sample  summaries  of  this  kind 
of  information  are  contained  in  Appendix  A. 

Budget  Program  Information 

Information  which  should  be  prepared  and  organized  according  to  the 
budget  program  structure  of  each  department  includes  goals  and  objectives, 
FTE  projections,  anticipated  expenditures,  analysis  of  sources  of  funds, 
and  capital  projects.  The  forms  to  be  used  at  this  level  of  detail  are 
EPP-2,  EPP-3,  EPP-4,  and  for  explanatory  notes,  EPP-1.  Examples  of  com- 
pleted EPP-2  and  EPP-3v forms  are  provided  in  Appendix  B. 

The  forms  and  procedures  involved  in  completing  this  level  are  as 
follows: 

1 .  General  Information  --  Budget  Program  Structure.  Each  depart- 
ment is  encouraged  to  examine  its  existing  budget  program  struc- 
ture (that  used  in  the  Executive  Budget  for  the  1975-77  biennium) 
with  a  concern  for  making  any  modifications  which  might  serve 

to  streamline  and  standardize  the  structure.  The  primary  objec- 
tive of  any  such  effort  should  be  to  increase  the  functional 
logic  of  the  department's  structure.  OBPP  analysts  are  avail- 
able to  provide  special  assistance  in  any  such  venture. 

2.  Forms  EPP-2  and  EPP-3  --  Levels  of  Operation.  Based  upon  depart- 
ment policy  initiatives  and  assumptions,  goals  and  objectives 
should  be  articulated  for  each  budget  program  in  a  department. 
These  should  be  arranged  according  to  three  levels  of  effort: 

1)  current  level  of  operations;  2)  projected  expansion  of  ex- 
isting operations;  and  3)  projected  new  activities. 

EPP-2  and  EPP-3  forms  should  be  completed  for  each  level  of  ac- 
tivity (i.e.,  one  set  should  contain  all  objectives  relating  to 
current  level  operations,  another  set  with  those  concerning  ex- 
panded operations,  and  a  third  dealing  with  new  activities). 
The  appropriate  level  of  activity  should  be  entered  in  the  ap- 
propriate line  on  the  EPP  form.  Under  expanded  and  new  operations, 
the  goals  and  objectives  should  be  listed  in  priority  order. 
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"Current  level  of  operations"  is  defined  as  the  level  autho- 
rized in  the  department's  appropriation  for  the  1975-77  bi- 
ennium.  "Expanded  operations"  should  include  any  service 
expansion  initiated  by  or  resulting  from  an  approved  budget 
amendment,  as  well  as  projected  expansions  to  be  presented 
to  the  Legislature  in  the  normal  budget  approval  process. 
"New  operations"  are  those  services  not  currently  being 
performed  by  a  particular  department. 

3.  Form  EPP-2--Goals  and  objectives.  For  the  purposes  of  this 
exercise,  a  goal  is  defined  as  an  action  statement  express- 
ing a  general  and  desired  change  in  an  environmental  condi- 
tion. It  is  a  statement  of  an  ideal  outcome  that  probably 
is  not  fully  attainable.  It  could  also  be  considered  as  a 
concrete  action  statement  relating  to  a  specific  policy 
initiative. 

An  objective,  on  the  other  hand,  is  a  more  precise  statement 
of  a  general  goal.  In  fact,  there  could  be  several  objec- 
tives designed  to  contribute  to  the  accomplishment  of  a 
single  goal.  Objectives  should  be  action  statements,  quan- 
tified, specific,  and  time  limited.  They  should  thus  be 
measureable  and  verifiable. 

A  careful  formulation  of  objectives  is  especially  critical 
to  the  Executive  Planning  Process,  since,  as  discussed  below, 
costs  must  be  allocated  by  objective.  Goals  and  objectives 
should  be  listed  in  numerical  priority  order  and  should  be 
recorded  in  the  appropriate  columns  on  form  EPP-2. 

4.  Form  EPP-2--Expenditure  Projections.  The  costs  involved  in 
achieving  objectives  should  be  calculated  in  two  forms  -- 
FTE  employees  and  total  operating  dollars.  The  purpose  here 
is  to  relate  anticipated  expenditures  to  objectives.  The 
costs  of  each  objective  that  will  be  in  force  should  be 
calculated. 

Thus,  if  an  objective  is  currently  underway  and  is  expected 
to  continue  through  FY  1981,  costs  should  be  included  for 
each  year.  If  a  program  expansion  is  projected  for  FY  1979, 
increased  costs  should  be  shown  as  commencing  at  that  point. 
New  program  activity  should  be  treated  in  a  similar  manner. 

Cost  calculations  should  be  as  precise  as  possible,  with  an 
annual  inflation  factor  applied  to  ongoing  activities  (the 
inflation  factor  used  should  be  described  in  the  list  of 
assumptions).  All  costs  should  be  included,  with  the  excep- 
tion of  those  that  would  normally  be  included  in  the  Long 
Range  Building  Program  (as  discussed  below). 

In  dealing  with  personnel  costs,  each  department  should  apply 
the  provisions  of  the  pay  plan  (one  single-step  increase  per 
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year)  to  each  employee  grade.  If  a  cost-of-living  increase 
is  to  be  recommended  by  the  Governor,  it  can  be  factored  in 
at  a  later  date. 

5.  Form  EPP-2--Policy  Initiatives.  This  column  is  to  be  used 
for  making  reference  to  the  department's  policy  initiatives. 
The  number  for  the  particular  initiative  which  the  relevant 
program  objective  addresses  should  be  entered  here. 

6.  Form  EPP-3--Analysis  of  Sources  of  Funds.  The  expenditures 
associated  with  each  objective  should  be  identified  by  source 
and  by  year  on  form  EPP-3.  The  concern  here  is  to  ascertain 
the  role  of  federal  and  local  revenues  in  relation  to  state- 
generated  revenues.  For  the  purposes  of  this  exercise,  then, 
state  revenues  are  all  funds  generated  by  direct  state  efforts. 
Federal  revenues  are  those  resulting  from  grants  (categorical 
or  block),  revenue  sharing,  or  pass-through  activities  by 
federal  agencies.  Other  sources  refer  to  revenues  generated 
by  any  other  sources,  particularly  at  the  local  level. 

7.  Form  EPP-l--Exp1anatory  notes.  If  it  is  believed  that  elabora- 
tion on  any  of  the  above  items  is  necessary,  such  information 
should  be  provided  in  the  form  of  footnotes,  compiled  on  an  EPP-1 
form.  Any  such  notes  should  be  as  briefly  stated  as  possible. 

In  particular,  notes  identifying  particular  sources  or  funds 
should  be  included.  For  example,  assumptions  regarding  activity 
levels  generating  earmarked  state  revenues  (i.e.,  gallons  of 
gasoline  taxed,  fishing  and  hunting  licenses  sold)  should  be 
articulated.  Also,  activities  relating  to  federal  funds  should 
be  discussed;  for  example,  the  type  of  federal  program  (block 
grant,  formula  grants,  discretionary  funds)  generating  the 
revenues,  as  well  as  assumptions  about  the  future  of  such  sources 
should  be  described. 

Finally,  if  statutory  changes  are  necessary  to  permit  the  in- 
itiation of  expanded  or  new  activities,  the  need  for  and  the 
nature  of  such  changes  should  be  briefly  discussed  in  an  ex- 
planatory note. 

Facilities  Planning 

House  Bill  643  requires  significant  changes  in  the  compilation  and  sub- 
mission of  the  Long  Range  Building  Program.  The  primary  thrust  of  these 
changes  is  to  much  more  closely  relate  facilities  planning  to  program  plan- 
ning. Thus,  in  keeping  with  the  spirit  of  the  legislation,  each  agency  is 
requested  to  complete  form  EPP-4,  which  is  designed  to  provide  the  Office 
of  Budget  and  Program  Planning  the  Construction  and  Maintenance  Division 
(CMD)  with  preliminary  information  and  projections  regarding  facilities 
needs,  both  in  terms  of  renovation  and  new  construction.  An  example  is  pro- 
vided in  Appendix  C. 

Both  CMD  and  OBPP  are  available  to  assist  departments  in  completing 
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this  aspect  of  the  planning  process,  but  it  should  be  emphasized  that  de- 
partment personnel  obviously  know  their  programs  far  more  intimately  than 
either  of  the  above  offices.  Hence,  it  is  incumbent  upon  them  to  attempt 
to  deal  with  as  much  of  the  facilities  planning  exercise  as  possible.  OBPP 
and  CMD  will  render  eyery   assistance  necessary  to  enable  them  to  do  this. 

The  components  of  the  facilities  plan  are  as  follows: 

1.  Goal/Objective.  This  is  merely  a  reference  column  to  corre- 
late the  particular  facilities  project  with  the  appropriate 
program  activity.  The  number  assigned  to  the  relevant  goal/ 
objective  should  be  listed  here  for  each  facilities  project. 

2.  Project  Title  and  Description.  This  column  should  be  used  to 
identify  each  project  and  describe  its  relation  to  program 
objectives.  A  brief  description  is  all  that  is  necessary. 

Do  not  include  facilities  projects  which  are  classified  as 
maintenance,  but  do  include  projects  such  as  a  new  facility, 
the  renovation  and/or  extension  of  an  existing  building,  and 
repairs  beyond  normal  maintenance.  For  these  purposes,  nor- 
mal maintenance  can  be  defined  as  expenditures  necessary  to 
prevent  physical  deterioration  of  fixed  assets  and  their 
attached  fixtures.  For  example,  painting  a  teaching  lab  is 
considered  a  maintenance  item,  but  painting  an  entire  build- 
ing should  be  listed  as  a  facilities  project;  also  patching 
a  roof  should  be  included  with  the  maintenance  operating 
budget  while  a  roof  replacement  should  be  listed  as  a  fa- 
cilities project. 

3.  Project  Justification.  This  space  is  for  the  purpose  of  de- 
scribing why  the  particular  project  is  needed  --  what  problems, 
in  other  words,  it  will  address.  While  it  is  not  necessary 

to  list  alternatives  at  this  time,  such  data  should  be  accu- 
mulated for  presentation  at  a  later  date. 

4.  Impact  on  existing  facilities.  How  completion  of  the  project 
will  affect  the  utilization  of  other  facilities  should  be  dis- 
cussed in  this  column.  The  concern  here  is  primarily  to  ascer- 
tain whether,  and  if  so  to  what  extent,  existing  facilities  will 
be  impacted  by  the  project.  If  no  impact  is  expected,  simply 
enter  the  word  "none". 

5.  Estimated  cost.  A  cost  estimate,  from  pre-planning  to  comple- 
tion, should  be  calculated  and  entered  in  this  column.  While 
an  itemization  is  not  appropriate,  such  data  should  be  kept  on 
file  in  the  event  that  justification  is  required  at  a  later 
date.  If  the  method  of  funding  to  be  used  includes  a  federal 
source,  that  fact  should  be  footnoted. 

6.  Estimated  completion  date.  The  month  and  year  that  the  project 
is  expected  to  be  completed  should  be  listed  here.  Please  note 
that  it  does  not  have  to  fall  within  the  FY  1976-1981  time  frame; 
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the  interest  here  centers  around  the  particular  point  that 
the  Legislature  will  be  asked  to  approve  the  project. 

7.  Notes.  Any  explanatory  notes  should  be  brief  and  listed  on 
form  EPP-1. 

Figure  1  provides  a  schematic  arrangement  of  the  various  pieces  of 
information  and  the  appropriate  forms  to  be  used  in  their  presentation. 

OBPP/CMD  Assistance 

Both  the  Office  of  Budget  and  Program  Planning  and  the  Construction 
and  Maintenance  Division  are  prepared  to  make  staff  available  to  assist 
departments  in  the  completing  the  Executive  Planning  Process.  Requests 
for  such  assistance  should  be  addressed  to  the  following  individuals: 

Patrick  E.  Mel  by 

Deputy  Director  for  Planning 

Office  of  Budget  and  Program  Planning 

449-3616 

Phil  Hauck,  Administrator 
Construction  and  Maintenance  Division 
Department  of  Administration 
449-3104 

Requests  for  such  assistance  should  be  submitted  at  the  earliest 
possible  date  in  order  to  expedite  the  process. 

Suggested  Auxiliary  Work  Format 

An  auxilliary  work  format  can  be  used  for  the  purposes  of  compiling 
and  organizing  the  data  required  on  the  EPP  form  series.  This  format  is 
included  here  only  as  a  suggestion  and  can  be  used  or  discarded  at  the 
discretion  of  each  department.  It  is  designed  to  deal  mainly  with  the 
information  requested  on  the  EPP-2  and  EPP-3  forms.  The  format  encourages 
the  development  of  such  data  in  a  direction  that  begins  with  the  lowest 
level  and  moves  upward  in  the  organization.  A  completed  sample  is  in- 
cluded in  Appendix  D. 

If  the  work  format  is  utilized,  the  information  developed  should 
still  be  aggregated  on  the  EPP  series  and  submitted  to  OBPP  as  per  these 
instructions.  The  work  formats  can  be  retained  by  the  department  for 
future  reference. 

The  work  format  consists  of  a  single  page  which  includes  information 
pertaining  to  policy  initiatives,  type  of  operation,  assumptions,  goal, 
objective,  general  justification  (of  the  objective),  implementation 
strategy,  and  budget  (including  expenditures,  FTE's,  and  sources  of  funds), 
One  page  should  contain  no  more  than  one  objective.  Thus,  several  pages 
might  easily  require  identical  information  down  to  the  objective  state- 
ment, but  each  page  would  contain  a  different  objective  and  supporting 
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data.  As  with  the  rest  of  the  process,  OBPP  analysts  are  prepared  to 
assist  each  department  in  using  this  format.  A  similar  work  format 
for  discussing  capital  projects  can  easily  be  devised  and  used  at  the 
discretion  of  each  department.  But  as  above,  the  final  facilities 
plan  should  be  submitted  to  OBPP  on  EPP-4  forms. 
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Figure  1.    Schematic  Arrangement  of  Executive  Planning  Process  Forms 


For  each  department: 


EPP-1 


Department  policy  initiatives 


EPP-1 


Planning  assumptions 


EPP-1 


EPP-1 


Expenditure  summary 

Sources  of  funds  summary 


EPP-1 


Facilities  cost  summary 


For  each  budget  program: 


Six-year  plan  and  expenditure  projections 


EPP-1 


Explanatory  notes 


EPP-3 


Sources  of  funds 


EPP-4 


Facilities  plan 


EPP-1 


Explanatory  notes 
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APPENDIX  A 
SAMPLES  OF  DEPARTMENT  NARRATIVE  AND  SUMMARIES 
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APPENDIX  B 
SAMPLES  OF  COMPLETED  BUDGET  PROGRAM  PLANS 
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APPENDIX  C 
SAMPLES  OF  COMPLETED  FACILITIES  PLANS 
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APPENDIX  D 
SAMPLE  OF  COMPLETED  FORMAT 


SAMPLE 


Executive  Planning  Process  -  Work  Format 


1.      DEPARTMENT:  — Jurtice 


CODE: 


4100 


2.      AGENCY:      Board  of  Crime  Control 


3.      FUNCTIONAL  AREA:      (VI)  Public  Safety 


4.  POLICY  INITIATIVE:       (No.  1)     Law  Enforcement  Consolidation 

5.  PRPCtRAM-       Operating  Standards 

6.  TYPE  OF  OPERATION:  Current  Level 

7.  ASSUMPTIONS: 

-  crime  will  continue  to  increase  into  the  1980*s  at  an  annual  rate  of  between  10  &  20 
percent. 

-  local  governments  will  be  unable  to  adequately  support  duplicate  public  safety  services 
with  available  local  resources. 


8.      GOAL: 

To  increase  the  operating  efficiency  and  effectiveness  of  criminal  justice  agencies. 


9.      OBJECTIVE: 

To  consolidate,  totally  or  partially,  city/county  law  enforcement  services  in  75%  (42)  of 
the  state's  56  counties  by  1982. 


10.  GENERAL  JUSTIFICATION: 

While  construction  of  modern  law  enforcement  facilities  is  too  costly  for  most  individual 
communities,  such  facilities  are  essential  to  improved  law  enforcement. 

Services,  support  systems  and  facilities  are  duplicated  by  police  and  sheriff  agencies  while 
available  skilled,  sworn  manpower  is  inadequate  to  meet  the  demands  for  service  within 
the  community. 

11.  IMPLEMENTATION  STRATEGY:  (include  est.  total  cost;  est.  completion;  facilities  impact) 

Local  governments  may  request  funds  for  surveys,  planning,  design,  construction,  and  remodeling 
of  facilities  to  execute  total  consolidation  or  cooperative  service  consolidation  of  detention, 
records,  communication,  investigation,  and  joint  facilities. 


12.      BUDGET: 


YEAR 

1976 

1977 

1978 

1979 

1980 

1981 

STATE 

15,425 

16,670 

16.670 

16.670 

16,670 

1fi,fi7ft 

FEDERAL 

277,600 

300,000 

300,000 

300,000 

300,000 

300,000 

OTHER 

15,475 

16,730 

16,730 

16,730 

16,730 

16,730 

FTE 

-0- 

-0- 

-0- 

-0- 

-0- 

-0- 

TOTAL 

308,500 

333,400 

333,400 

333,400 

333,400 

333,400 
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